How To Use a Password To Encrypt and Protect A Word, Excel or PowerPoint 2010 Document Using
Built-in Office Encryption

1. Click File > Info > Protect Workbook > Encrypt with Password
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4. The Info shows the removal of permissions, indicating the document is not protected.
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Protect your Word document
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2. The Encrypt Document dialog window appears. Type in a strong password and then select

OK.
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Confirm Password ? word window and click OK.
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5. When you click on the document you will now be prompted to enter the password.
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Removing a Password

1. Repeat step 1 of setting a password.
2. Enter file password in the Encrypt Document window



3. Select and highlight all contents in the Encrypt Document window, and press Delete.
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4. The Info shows the removal of permissions, indicating the document is not protected.
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Protect your PowerPoint presentation

1. Click File > Info > Protect Workbook > Encrypt with Password
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2. The Encrypt Document dialog window appears. Type in a strong password and then select

OK.
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5. When you click on the document you will now be prompted to enter the password.
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Removing a Password

1. Repeat step 1 of setting a password.
2. Enter file password in the Encrypt Document window



3. Select and highlight all contents in the Encrypt Document window, and press Delete.
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4. The Info shows the removal of permissions, indicating the document is not protected.
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Protect your Access Database

1.

Click File > Info > Encrypt with Password
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The Encrypt Document dialog window appears. Type in a strong password and then select
OK.
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The Info shows the new required permissions.

MEEECHEE REETEED Databased : Database iAccess 2007 - 0101 - Microsaft Access @B
Bl o oo sewoms  ommsserson | nem  moe )
el save
Information about Databasel
Bl sare Object 25 o802 aeeaSaf st Databasel accdb

[ e e——

& open

. Compact & Repair
[ Ciose Database Help prevent and correct database file problems by wsing Compact and
Repen,

Compact &
@] patabsseraccan [t sirial
Recent Decrypt Database

L’Tﬂ Removes the password from this database.

New -

Database
print
Save & Publish
Help
2 options
3 e

| B0 T o] ] P et 20



Removing a Password

1. Click File > Info > Decrypt Database
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